
CHAPTER 8

NAVAL RESERVES

Each year thousands of naval reservists fulfill their
military obligations by engaging in periods of active
duty. A naval reservist’s orders to active duty clearly
indicate whether the purpose of the active duty is for
extended active duty, annual training (AT)/active duty
training (ADT), or temporary active duty (TEMACDU).

This chapter deals with the differences in
entitlements for each type of active duty being
performed and the documents required to manually
process and expend payments to these categories of
personnel. Disbursing offices with Microcomputer
Claims Processing System (MCPS) capability will
follow procedures prescribed for that system.

The Department of Defense Military Pay and
Allowances Entitlements Manual (DODPM) contains
the pay and allowances for naval reservists and the Navy
P a y  a n d P e r s o n n e l  P r o c e d u r e s  M a n u a l
(PAYPERSMAN), part eight, and the Source Data
System Procedures Manual (SDSPROMAN),
II, part eight, contain the pay procedures.

EXTENDED ACTIVE DUTY

volume

Members of the Naval Reserve on active duty who
desire to continue on active duty beyond their expiration
of active obligated service (EAOS) date and who are
qualified in all respects for reenlistment may be
permitted to extend or reextend their active duty
agreements subject to approval by their commanding
officer.

The extended period of active duty must be within
the term of their enlistment contracts and/or the period
of the Military Selective Service (MSS) obligation.

Members of the Naval Reserve who perform
extended active duty receive the same pay and
allowances as members of the Regular Navy, and
payments are expended in the same manner. A Reserve
member who is entitled to a pension, retired pay, or
disability compensation for earlier military service may
elect to receive either one of the following:

l The payments for the earlier military service

l The pay and allowances for the active duty, if the
member waives the pension, retired pay, or
disability compensation

TEMPORARY ACTIVE DUTY

Naval reservists are also ordered to TEMACDU for
periods of LESS THAN 30 DAYS or 30 DAYS OR
MORE. TEMACDU orders are issued in letter format
and contain the data required to open the pay account
and expend the payments.

30 DAYS OR MORE

Upon receipt of the member’s orders and other
required documents from the admin/personnel office,
the disbursing officer opens a personal financial record
(PFR). To prepare an Employees Withholding
Exemption, NAVCOMPT Form 3052, use the member’s

signed Internal Revenue Service (IRS) Form W-4. Place
copies of the following documents in the member’s
PFR:

l

l

l

l

l

l

Orders to active duty

NAVPERS Forms 1070/601, 621, or 622
(enlisted only)

NAVPERS Form 1070/602, if prepared

NAVCOMPT Form 3068

IRS Form W-4 (original)

NAVCOMPT Form 3053, if prepared

Forward the original of the applicable optical
character recognition (OCR) documents to DFAS -
Cleveland Center by mail or through the Source Data
System (SDS) or the Uniform Microcomputer
Disbursing System (UMIDS).

If dependency requires the determination by DFAS-
Cleveland Center, mail a copy of the NAVPERS Form
1070/602 with the required supporting documents to
DFAS - Cleveland Center.
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Payment Procedures Advance of Pay

The disbursing officer pays the member on the basis
of information contained in the PFR until DFAS -
Cleveland Center sends the Leave and Earnings
Statement (LES). Before receiving the LES, compute
the member’s pay, using the daily norm method, and
enter the amount of payment, date, disbursing station
symbol number (DSSN), and payroll number on the
NAVCOMPT Form 3071A.

After receiving the LES, pay the member on regular
semimonthly paydays using forecasted amounts on the
LES. If an interim payment were made, and it does not
appear on the initial LES, transcribe the payment in the
Payment block of the LES. Make sure you deduct the
interim payment from the first forecast of pay due the
member.

Preparation of the money list and military pay
voucher and the distribution of the payroll are the same
as that for payments to regular full-time active duty
members.

Allowable Travel Time

Reserve members called to active duty are entitled
to pay and allowances for the time allowed for necessary
travel from home to the first duty station and from the
last duty station to home (except when released from
active duty for retirement, or dismissal, when
discharged, or upon resignation). The payment for the
return home is made upon the member’s release from
active duty without regard to actual performance of the
travel.

For a period of active duty of 30 days or more, the
computation of allowable travel time is based on the
following rules:

l Active duty of 20 weeks or more-Computed
based on allowable travel time for permanent
change of station (PCS) travel

. Active duty of less than 20 weeks-Computed
based on allowable travel time for temporary
additional duty (TAD) travel

A more detailed computation of travel time allowed
on PCS and TAD is discussed in chapter 10 of this
training manual.

To qualify for advance of pay, a reservist must be
under PCS orders to TEMACDU in excess of 139 days.

TEMACDU FOR LESS THAN 30 DAYS

TEMACDU orders for less than 30 days are
normally mailed to the member along with a NAVPERS
Form 1070/602 (part II), an IRS Form W-4, a DD Form
1351-2, and a franked DFAS - Cleveland Center address
label.

Payment Procedures

A member on TEMACDU for less than 30 days may
submit completed forms to and request payment from
the disbursing officer. Payments are made on a separate
Voucher for Disbursement and/or Collection,
NAVCOMPT Form 2277, for each member.

Entitlements and deductions are itemized on the
NAVCOMPT Form 2277 to arrive at the net pay and
allowances due the member as shown on figure 8-1. Pay
the member and provide the member with a copy of the
NAVCOMPT Form 2277. Make sure another copy is
forwarded to Commander, Naval Air Force, Atlantic
Fleet (COMNAVAIRLANT), Code 019C, for Medical
Corps officers.

The original and copies of the member’s orders
must be endorsed as follows:

The disbursing officer or other authorized person
signs the original endorsements. This payment is a
public voucher (PV) payment and is not included in the
financial returns as a payroll.

Travel Claim

Allotments Pay the travel claim on a Travel Voucher or
Subvoucher, DD Form 1351-2, in advance of

To participate in the Navy allotment system, a completion of return travel. Charge the appropriation
reservist must be on TEMACDU for at least 180 days. data in the orders and forward a copy of the paid travel
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Figure 8-1.-Voucher for Disbursement and/or Collection, NAVCOMPT Form 2277.
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voucher to COMNAVAIRLANT (019C) for Medical
Corps officers.

Mail the NAVPERS Form 1070/602, IRS Form
W-4, original and copies of the officer’s orders, and a
copy of the NAVCOMFT Form 2277 and DD Form
1351-2 to DFAS - Cleveland Center.

Allowable Travel Time

For period of active duty of less than 30 days, the
computation of allowable travel time is based on that for
TAD travel. As discussed earlier, detailed computation
of travel time allowable for TAD travel is discussed in
chapter 10 of this training manual.

ANNUAL TRAINING/ACTIVE DUTY
TRAINING

Most naval reservists perform 14 days’
AT/ADT each year. However, reservists who are in
certain categories or who are undergoing special
training programs may be ordered to AT/ADT for
longer periods. Let us examine the entitlements and
payment procedures applicable to naval reservists
on AT/ADT.

30 DAYS OR MORE

AT/ADT orders are similar to that shown in figure
8-2. The orders must clearly indicate that the reservist
is ordered to perform AT/ADT for 30 days or more.
Other information, such as paygrade, pay entry base date
(PEBD), entitlement to basic allowance for quarters
(BAQ) with dependents, the number of days accrued
leave for which the member has been paid since 10
February 1976, and cumulative years of sea duty
completed are also shown on the orders.

Pay and Allowances

Entitlements to pay and allowances generally are
the same as for full-time active duty members with pay
entitlements computed on a 30-day monthly basis.
Payment is not authorized for the 31st day of a calendar
month (except basic allowance for subsistence [BAS]
for enlisted members). This includes a member who is
ordered to AT/ADT for less than 30 days and is
continued on active duty for 30 days or more by new
orders or an amendment to the original orders. Consult
the DODPM, part eight, for complete pay entitlement
under various periods of active duty.

Allowable Travel Time

Compute travel time allowable for pay and
allowances purposes in the same manner as for
TEMACDU of 30 days or more as discussed earlier in
this chapter.

Pay Deductions

Registration of allotments is not authorized.

Reservists on AT/ADT of 30 days or more are
covered by the Servicemen’s Group Life Insurance
(SGLI) program. Do not prorate SGLI deductions for
partial month coverage. Always deduct the full month’s
premium for both the month of gain and loss.

Compute and deduct federal income tax
withholding (FITW) and Federal Insurance
Contributions Act (FICA) taxes from the member’s pay
account in the usual manner.

Travel and Transportation Allowances

Travel and transportation allowances generally are
the same as for full-time active duty members except
that payment for dependents’ travel, dislocation
allowance, and trailer allowance are not authorized.
Consult the Joint Federal Travel Regulations (JFTR),
volume I, and Navy Travel Instructions (NTI) for further
information.

Pay and Leave Accounts

Upon receipt of the AT/ADT orders, ACDUTRA
Pay Voucher, NAVCOMIT Form 2120, and other
applicable pay documents from the admin/personnel
office, you will open a NAVCOMPT Form 3071A for
each reservist. Do not transmit the NAVCOMPT OCR
forms to DFAS - Cleveland Center in the daily
transmittal because these OCR forms are retained by the
local disbursing officer.

Enter the monthly pay entitlements and deductions.
The member’s leave account is also maintained in the
lower portion of the NAVCOMPT Form 3071A as
shown in figure 8-3. The NAVCOMPT Form 3071A
remains in effect for the period of training duty or until
the end of the quarter, whichever comes first.

When the member continues on active duty over the
end of the quarter, close and balance the NAVCOMPT
Form 3071A as indicated in figure 8-4. Open a new pay
account for the remaining period of AT/ADT. When the
member’s training duty ends before the end of the
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Figure 8-2.-AT/ADT orders-30 days or more.
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Figure 8-3.-Initial training duty pay and leave accounts.
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Figure 8-4.-Training duty pay and leave account–end of quarter.
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Figure 8-5.-Training duty pay and leave account–end of training duty.

quarter, close and balance the pay account as shown in
figure 8-5 or figure 8-6, as applicable.

You will also open a PFR for the member and
annotate the PFR above the word Navy in bold black
print TRAINING DUTY. File the NAVCOMPT Form
3071A in the member’s PFR.

Regular Payments

Separate the NAVCOMPT Form 3071A by
order-writing activity unit identification code (UIC), as

indicated by the second through sixth digits of the
Standard Document Number (SDN). Prepare a separate
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\Figure 8-6.-End of training duty–member overpaid.
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Figure 8-7.-Training duty money list–regular payday.

NAVCOMPT Form 2261 and NAVCOMPT Form 3055
for each group.

Compute the net amounts due and make payments
to members semimonthly in even dollar amounts as
shown in figures 8-7 and 8-8.

After making payment, post the amount paid in the

appropriate month’s column and on the line titled Net
Pay and also under the Record of Payments block of the

NAVCOMPT Form 3071A as shown in figure 8-4.

End of Quarter Payday

You will extend pay, allowances, and deductions
into the proper columns on the NAVCOMPT Form
3071A. Balance and close the pay and leave accounts
and complete the carried forward portion of the
NAVCOMPT Form 3071A. Payments are made for full
dollars and cents because it is the end of the quarter.

Open a new NAVCOMPT Form 3071A and bring
forward the leave balance and carried forward totals
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Figure 8-8.-NAVCOMPT Form 3055–regular payday.
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from the closed NAVCOMPT Form 3071A. File the
new and old NAVCOMPT Forms 3071A in the
member’s PFR. See figures 8-4 and 8-5.

The NAVCOMPT Form 2261 is shown in figure
8-9. Prepare it in triplicate. List the members in any
order, regardless of pay group, and enter the SDN
indicated on the members’ pay account immediately
below the members’ name. Enter the totals in the
appropriate columns from the amounts extended and
totaled on the NAVCOMPT Form 3071A.

After completion of the NAVCOMPT Form 2261,
prepare a check for each member for the Net Pay Due
amounts. Pay the members and post the payments to
their corresponding NAVCOMPT Form 3071A.

Prepare the NAVCOMPT Form 3055 in the usual
manner except in block 16 type RPN and the two-digit
fiscal year and fill in columns titled FRB, CNRF, NET

in the appropriate columns from the NAVCOMPT Form
2261.

In addition to the membes’ paychecks, you must
also prepare a check payable to the nearest Federal
Reserve bank (example: Federal Reserve Bank [city and
state]) for the amount under FRB if the disbursing
officer is assigned an employer identification number
(EIN). If the disbursing officer does not have an EIN,
make the check payable to Federal Reserve Bank,
Cleveland, Ohio, and forward the check to DFAS -
Cleveland Center.

Also prepare a check payable to the Commander,
Naval Reserve Force (CNRF) for the amount under
CNRF and annotate SGLI PREMIUM in the lower left
side. These will be the last two checks assigned to the
payroll and listed in block 30, as well as shown

PAY, and AMOUNT. Obtain the amounts to be entered separately as illustrated in figure 8-10.

Figure 8-9.-Training duty money list–end of quarter payday.
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Figure 8-10.-NAVCOMPT Form 3055–end of quarter payday.
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Final Payment

When a reservist completes a period of AT/ADT of
30 days or more, close and balance the AT/ADT pay and
leave account. Prepare the NAVCOMPT Forms 3071A,
2261, and 3055 in the same manner as for the end of
quarter payday. Enter the notation FINAL PAYMENT
in the top right comer of the NAVCOMPT Form 2261
and underline in red as shown in figure 8-11.

In addition, prepare an ACDUTRA Pay Voucher,
NAVCOMPT Form 2120, as shown in figure 8-12.

IRS Form W-2

You will prepare a Wage and Tax Statement, IRS
Form W-2, for each member at the end of the training

duty period and the end of the calendar year. Obtain the
amounts from the NAVCOMPT Form 3071A.

Distribution of Documents

Documents are distributed as indicated in figure
8-13. The importance of the proper distribution of all
documents supporting AT/ADT payments cannot be
overemphasized. You should always refer to the most
current procedures in the PAYPERSMAN and the
SDSPROMAN, volume II, to make sure the assembly
and distribution of documents are made correctly

TRAINING DUTY FOR LESS THAN 30
DAYS

AT/ADT orders for less than 30 days are the same
as that issued to reservists on AT/ADT for 30 days or

Figure 8-11.-Training duty money list–end of training duty payday.
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Figure 8-12.-Training duty pay voucher–30 days or more.
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Figure 8-13.-Distribution of training duty document–30 days or more.
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more. The orders must clearly indicate that the period of Pay and Allowances
training duty is specifically for less than 30 days as
shown in figure 8-14. Members on AT/ADT for less than 30 days are

entitled to pay and allowances for each calendar day or

Figure 8-14.-AT/ADT orders–less than 30 days.
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day-to-day basis that they are on active duty status,
including the 31st day of a month, when applicable. This
includes a member ordered to active duty for 30 days or
more but released before performing at least 30 days of
active duty, including the allowable travel time.

Do not pay FSA, CRA, VS, or LSL to members on
AT/ADT for less than 30 days. In addition, do not pay
medical pay to any medical officer who has not served
on continuous active duty under one set of orders as a
medical officer for at least 1 year.

Members with dependents must fill out a
NAVPERS Form 1070/602 (part II only), even if the
orders state that the member is entitled to BAQ with
dependents.

Allowable Travel Time

Compute allowable travel time for AT/ADT of less
than 30 days on the same basis as that on TAD travel. In
most cases, reservists are allowed no more than 1 day of
travel time to the training duty station and another day
of travel time back to their homes.

Pay Deductions

Members on AT/ADT for less than 30 days cannot
have allotments deducted from their pay; but deduct the
appropriate FITW and FICA taxes from their pay.

When the member is associated with a drill unit in
a pay status, do not deduct the SGLI premium since
DFAS - Cleveland Center will deduct the SGLI
premium from the member’s drill pay. However, for a
member not associated with a drill unit, make the
deduction for SGLI in section D under Recapitulation
and above Total Deductions of the NAVCOMPT Form
2120.

Travel and Transportation Allowances

Pay mileage allowance or per diem and
miscellaneous expenses for travel to and from the
training station on a NAVCOMPT Form 2120 or DD
Form 1351-2. Do not pay constructive miscellaneous
expenses (taxi fares, road tolls, and so forth) for the
member’s return travel.  Make payment of
miscellaneous expenses for the return travel only after
completion of the return trip.

Procedures for claiming additional pay is discussed
later in this chapter.

Payment Procedures

Pay members on AT/ADT for less than 30 days only
once, on the last day of training duty. When the member
is ordered to more than one training duty station, the
disbursing office servicing the last duty station indicated
on the orders makes the final payment.

In extreme hardship or emergency cases, the
commanding officer may authorize the disbursing
officer to pay the member one interim or partial
payment. To figure the interim payment, compute the
amount due by multiplying the daily rate of pay and
allowances by the number of training duty-days
completed. Record cash payment on a single-sheet
NAVCOMPT Form 3055, signed by the member, and
retained by the disbursing officer as a cash receipt.
Annotate the NAVCOMPT Form 2120 to reflect the
payment.

Training Duty Pay Voucher

The NAVCOMPT Form 2120 is used as a pay
account for a reservist on AT/ADT for less than 30 days.
It is also used as a travel claim. When used as a travel
claim, the member completes sections A, B, and C, and
signs section C as shown in figure 8-15.

In section D, you will itemize the member’s pay
entitlements, deductions, and travel allowances, and
enter other information required to complete the
voucher.

When a reservist performs inactive duty training
immediately before AT/ADT; that is, Saturday and
Sunday drills, with AT/ADT to commence on Monday,
the Friday before the weekend drill is considered a day
of travel for which AT/ADT pay and allowances are
paid. Enter entitlements for travel days and for the
AT/ADT period on separate lines as shown in figure
8-15.

Prepare a Treasury check for the amount shown in
the Amount block. It is preferable to pay trainees by
check as the amounts paid can be verified before the
time of payment. Also, checks permit a speedier
operation when payments involve full dollars and cents
because the account is being closed.

IRS Form W-2

The disbursing officer prepares an IRS Form W-2
for each member at the end of the training period and
the end of the calendar year, when training duty extends
over the end of the calendar year. NAVCOMPT Form
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Figure 8-15.-Training duty pay voucher–less than 30 days.
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2120 supplies the amounts reported on each IRS Form
W-2.

Training Duty Money List

Prepare the NAVCOMPT Form 2261 in triplicate.
Complete the top portion and type the words FINAL
PAYMENT in large letters, underlined in red in the
upper right comer of the form as shown in figure 8-16.

Military Pay Voucher

Prepare the NAVCOMPT Form 3055 as shown in
figure 8-17. As compared to the NAVCOMPT Form
3055 prepared for AT/ADT for 30 days or more, figure
8-17 shows only three columns titled FRB, NET PAY,
and AMOUNT, in block 16.

The same procedures apply in preparing a Treasury
check payable to the nearest FRB or to Federal Reserve
Bank, Cleveland, Ohio, whichever is applicable. On rare
occasions, a check payable to CNRF is prepared only if
deduction for SGLI premium was made.

Training Duty Bridges Fiscal Years

When AT/ADT bridges fiscal years, charge pay and
allowances and deductions to the fiscal year indicated
on the orders. Prepare the NAVCOMPT Forms 2120,
2261, and 3055 as illustrated in figure 8-18.

Distribution of Documents

Figure 8-19 shows the proper distribution of
documents on AT/ADT of less than 30 days. The proper
distribution of these documents is one of the most
important steps in processing Naval Reserve payrolls,

Figure 8-16.-Training duty money list–less than 30 days.
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Figure 8-17.-NAVCOMPT Form 3055–less than 30 days.
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Figure 8-18.-Documents prepared when AT/ADT bridges fiscal years.
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Figure 8-19.-Distribution of training duty documents–less than 30 days.

so you must always refer to the PAYPERSMAN and member’s orders to determine if the period of training
SDSPROMAN, volume II, for the current procedures. duty is with or without pay.

The only allowances that may be paid to a member

TRAINING DUTY WITHOUT PAY performing AT/ADT without pay are as follows:

Under certain conditions members may be ordered . BAS for officers for the number of days’ training

to AT/ADT in a without pay status. Always check the duty performed
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. BAS or RATS SEP under the same conditions as
provided for enlisted members with pay

. BAQ for both officers and enlisted personnel
under the same conditions as provided for personnel as
a member without dependents on active duty with pay

. Travel allowances, if applicable

When a reservist performs duty other than at the
designated duty station, reimbursement for meals and
quarters is authorized at reduced rates prescribed in the
DODPM, part eight, section E. These reduced rates are
authorized for reimbursement only when government
mess and/or quarters are not available.

In rare cases, if a reservist is ordered to AT/ADT
without pay and allowances, as compared to without
pay, he or she is not entitled to any pay and allowances.

CLAIMS FOR UNPAID TRAINING
DUTY PAY

On occasion, a member may report for training duty
without his or her original training duty orders or his or
her entitlement to all pay and allowances cannot be
determined or supported before release to inactive duty.

UNPAID PAY AND ALLOWANCES

If a reservist has completed training duty and has
not been paid, the reservist submits the original and all
available copies of the AT/ADT orders to the disbursing
office serving the training duty activity. Upon receipt,
the paying disbursing office verifies that the bottom of
the form containing the payment data has not been
completed and processes the payment in the usual
manner.

If the claim involves pay and allowances from a
prior year and is paid the current year by disbursing
officers afloat and disbursing officers who do not have
EINs, the NAVCOMPT Form 3055 shown in figures
8-10 and 8-17 will be revised. The column titled FRB
will be changed to DFAS-Cleveland. Prepare a check
payable to DFAS - Cleveland Center, Cleveland, Ohio.
Forward the check and a copy of the IRS Form W-2 to
DFAS - Cleveland Center.

ADDITIONAL PAY

A reservist who has completed training duty and
claims additional pay submits the original AT/ADT
orders, with any necessary order modification or
applicable supporting documents, and a copy of the

NAVCOMPT Form 2120 on which AT/ADT payment
was made previously. The member submits his or her
claim to the disbursing office servicing the member’s
Reserve unit or the disbursing office that made the
original payment.

When the member claims miscellaneous expenses
for the return travel, furnish the member a claim for
reimbursable expenses form shown in figure 8-20 and a
preaddressed envelope. Supplemental travel claims are
also forwarded to the disbursing office servicing the
member’s Reserve unit or the disbursing office that
made the final payment. Process supplemental
payments in the usual manner and endorse the original
AT/ADT orders as follows:

LOST ORIGINAL ORDERS

If a reservist’s original orders are lost before or
during the training duty period, the disbursing office
serving the training duty activity pays the member when
the member’s identity can be established and if certified
copies of his or her AT/ADT orders are obtained. The
following statement, signed by the member, must be
typed or stamped on all copies of the orders:

If the reservist’s original orders are lost and the
member claims additional training duty pay after the
training period, the member forwards a claim to the
disbursing office serving the training duty activity. The
claim, in letter form and signed by the member, must
include one certified copy of the AT/ADT orders with
all endorsements and other documents that support the
claim. The member’s letter must contain the following
statement:
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Figure 8-20.-Claim for reimbursable expenses for return travel incident to AT/ADT.

Payment procedures for AT/ADT pay discussed forward his or her claim to DFAS - Cleveland Center via
earlier apply. The reservist submits travel and per diem the disbursing officer serving the training duty activity.
claims based on lost original orders according to the The member’s letter must also contain the following
procedures prescribed in NTI, chapter 4. statement:

DOUBTFUL CLAIM

A reservist who submits a doubtful claim for
training duty pay and whose original orders are lost must
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The disbursing officer must include the following
statement in his or her endorsement to the claim:

I HAVE NOT AND WILL NOT
MAKE PAYMENT ON THIS CLAIM.

SUMMARY

In this chapter, we discussed the types of necessary
forms and documents that DKs normally prepare and
process to pay Reserve members ordered to active duty.
You are now aware that entitlements to pay and
allowances and payment procedures may differ from
those for Regular Navy members depending on the type
of active duty the Reserve member performs. You
should become familiar with the various proper
procedures we have discussed.

It is nice to have MCPS in a disbursing office
because its L30 and G30 modules automatically
maintain, compute, and process AT/ADT payments, but
you must still know how to process Reserve payrolls
manually as a backup.

When processing AT/ADT payments and claims,
remember the number 8. To find out what type of pay
and deductions that reservists are authorize you should
refer to part eight of the DODPM. Disbursing and
payment procedures are found in part eight of the
PAYPERSMAN and part eight of the SDSPROMAN,

volume II. You can also refer to chapter 8 of this training
manual.
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